BUDGETING ANALYSIS TOOL

Job Aide — Search by Employee Name

This job aide will guide you through the steps to Search by Employee Name in
HCP. As you are working though the Position and Employee information in your
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department, you may need to search for existing employees and view their assignment

details.

Step
1.

Action

From the Task List, navigate to Human Capital

Planning Preparation > Search by Employee

My Task List

u Budget Administration
u Budget Preparation

P Operating Administration
i Operating Preparation

' Human Capital Planning Administration

= ¥{Human Capital Flanning Preparation]

Eﬂ. Search by Employee Name |

I Manage Position and Employes Data
5 Mbc Caleulate compensation budgets

- Review entity compensation budgets

¥ Review and approve positions

* Human Capital Planning &Analysis

To search for an employee, click the down-arrow

next to the Employee Search field.

iy Current Year of View: FY14

El.

Member

Page Dimension [x]

Member
CLERK 1 (EMP0D0010])
MORENQ,CRISTINA (00002154) [
SANABRIA,JOHNNY (00003399)
YMASTRILLA,PABLO (00006041)
GEORGE,ANTHONY (00008156)
SANCHEZ,MERCEDES (00008963
MESA, ANIBAL (00011309)
SPIVACK,ROY (D0011512)
WRIGHT, LAURA (00011529)
MEALVALERY (D0012754)
FRAMNCIS, PERLINE (00013606)
DURAN, NORMA (00014074) -

m»
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3. Type any part of the Employee Name or
Employee Number in the search filed.
Make your selection by clicking the Employee
Name.
&y Current Year of View: FY14
ERK 1 fEMPONNNTD - +|
Page Dimension (=]
Member |JDHNSON I Emplo:
Member |
JOHNSON-WRIGHT,HEIDI (00218398) -
JOHMSOM,OTHNIEL (00144139) =
LE,JOHNSON (00307018) m
JOHNSON JOHNNIE (00138074
JOHNSON,ERIC {00218316)
BRADLEY JOHNSON (00012439
JOHNSOM APRIL (00179325)
JOHMSOM,SUMMER (00194760)
JOHNSOM,KELLY (00215673)
JOHNSOM,ASHLEY (00304079
JOHNSOM,ANTHONY (00198821)
JOHNSOM,STEVEN (00207215) -
4. Click the Go arrow.
[ Task - Search by Employee Name-MDC View
iy Current Year of View: FY14
JOHNSON,ERIC (00218316 -&
S. The Employee Details (Position, Entity, etc.) display
on the screen.
Wy Current Year of View: FY14
JOHNSON,ERIC (00218316) v [+
MM245688-MMAP - SURTAX, | ADMINISTRATIVE OFFICER 2 (POS000811)
6. Right-click the Position Name. From the menu

select Manage Employee by Position.
JOHNSON,ERIC (00218316 vﬂ

Position Mumber Position Name
POS000811 ADMINISTRATIV
MM245688-MMAP - SURTAX INISTRATIVE OFFICER 2 (POS000811) | E OFFICER 2
|

IE Manage Employee by Pesition
‘ g Change Status

Edit ¥
Adjust 3
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7. The employee details, including earnings, display on
the screen.
= Employee Details
umlﬁ\[ Status dlangﬁ\{ Salary Grades\{ Additional Eamings\[ Beneﬁls\{ Tax Delﬂ'ls\l
)fu Position: ADMINISTRATIVE OFFICER 2 (POS000811)
Employee Number | Employes Name | Employes Type Location Code Pay Typs | FT/FT
EMPO0218316 JOHNSON,ERI
MM245688-MMAP - SURTAX cM .| Regular No Location Code Assigned | Exempt | Full-time
] 1
= Expense
J’}‘Enﬁty: MM245588-MMAP - SURTAX ' Employee: JOHNSON,ERIC (00218316)
[=] YearTotal Oct Mo Dec Eaol
Basic Salary Expense 64212.18 5221.41 5221.41 5221.41 15664.22]
Earnings Expense -871.27 -68.63 -68.63 -68.63 -205.88,
Benefits Expense 11935.21 985.61 985.61 985.61 2956.82]
Total Taxes 4845.58 394.15 394.19 394.19 1182.56|
[=] Total Compensation Expense 80121.69 6532.57 6532.57 6532.57 19597.72]
‘Gross Earnings 63340.90 5152.78 5152.78 5152.78 15458.34]
I ble L 20,00 5152 78 5152 78 5152 78 15453
8. You may search for additional employees using the

same steps above.
--END--



